
 

Getting Around Word for Mac 

A Guided Tour of the Word Window 

By Curtis Jerry Smothers 

Welcome to Microsoft Word 

If you're opening Microsoft Word for the first time, the screen may appear crowded with buttons, 

menus, rulers, and toolbars. Don't let that intimidate you. Like most modern applications, Word 

includes many features that you'll probably never need. Fortunately, learning the basics is 

surprisingly easy. 

Although this article uses Microsoft Word for Mac for its examples and illustrations, Windows 

users shouldn't feel left out. The Windows version of Word is remarkably similar. The Ribbon 

tabs, document layout, editing tools, and most commands are organized in much the same way, 



so Windows users should have little difficulty following along. Although the appearance of the 

window differs somewhat between the two operating systems, the concepts presented here apply 

equally well to both. 

Think of Word as your personal publishing assistant. It not only helps you type documents but 

also organizes, formats, illustrates, and prepares them for printing or electronic distribution. 

Let's take a guided tour of the Word window from top to bottom. 

The macOS Menu Bar 

At the very top of your screen is the familiar macOS Menu Bar. Like every Mac application, 

Word places its menus here rather than inside the document window. 

The Menu Bar provides commands for opening, saving, printing, editing, formatting, and 

customizing Word. Many of these commands also appear elsewhere in the program, but the 

Menu Bar remains the traditional home for file management and application preferences. 

The Title Bar 

Immediately beneath the Menu Bar is the Title Bar, which displays the name of the document 

you're currently editing. 

If the document hasn't yet been saved, Word assigns a temporary name until you do. After 

saving, the Title Bar displays the document's filename, making it easy to identify which file 

you're working on. The familiar macOS window controls for closing, minimizing, and enlarging 

the window are also located here. 

The Quick Access Toolbar 

Near the top of the window is the Quick Access Toolbar, which provides one-click access to 

frequently used commands such as Save, Undo, and Redo. As you become more familiar with 

Word, you can customize this toolbar by adding commands you use regularly. 

Although small, the Quick Access Toolbar can save countless mouse clicks over the life of a 

large document. 

The Ribbon 

The largest control area is called the Ribbon. Microsoft introduced the Ribbon to organize 

Word's many commands into logical groups called tabs. Each tab focuses on a particular type of 

task. 

Home 



The Home tab contains the commands you'll use most often. Here you'll find clipboard 

commands such as Cut, Copy, and Paste, along with font formatting, paragraph alignment, bullet 

and numbered lists, line spacing, borders, and styles. 

If you're wondering where to begin learning Word, start here. 

Insert 

The Insert tab lets you add items to your document, including pictures, tables, shapes, charts, 

text boxes, hyperlinks, page numbers, headers, footers, and symbols. 

Whenever you want to place something new into a document, the Insert tab is usually your first 

stop. 

Draw 

If your version of Word supports it, the Draw tab allows you to annotate documents using a 

stylus, Apple Pencil, or mouse. You can highlight text, sketch diagrams, and write notes directly 

on the page. 

Design 

The Design tab controls the overall appearance of your document. Here you'll find document 

themes, colors, fonts, paragraph spacing, and watermark options that help create a consistent, 

professional look. 

Layout 

The Layout tab controls the page itself. Here you can adjust margins, page orientation, paper 

size, columns, page breaks, indentation, and spacing between paragraphs. 

Many advanced Word features depend upon understanding the commands found on this tab. 

References 

For students, researchers, and authors, the References tab is one of Word's hidden treasures. It 

contains tools for creating Tables of Contents, Footnotes, Endnotes, Citations, 

Bibliographies, Captions, Cross-References, and Indexes. 

If you're writing anything longer than a few pages, you'll probably spend considerable time here. 

Mailings 

The Mailings tab simplifies the process of producing personalized letters, mailing labels, 

envelopes, and email campaigns through Word's Mail Merge feature. 



Businesses and organizations frequently rely on this tab to produce hundreds of personalized 

documents automatically. 

Review 

The Review tab contains proofreading and collaboration tools. Here you'll find spelling and 

grammar checking, comments, Track Changes, translation tools, accessibility checking, and 

document protection. 

When several people are editing the same document, the Review tab becomes indispensable. 

View 

The View tab changes how your document appears on the screen rather than changing the 

document itself. You can switch among Print Layout, Web Layout, Outline View, Draft View, 

and Focus Mode. This tab also contains zoom controls, navigation options, rulers, and window-

management commands. 

The Search Box 

Near the top of the window you'll find the Search box. Simply begin typing what you want to 

do, and Word searches its commands, Help system, and document content to help you locate the 

feature you're looking for. 

For new users, it's one of the quickest ways to find unfamiliar commands without searching 

through every Ribbon tab. 

The Rulers 

Just above and beside the document are the horizontal and vertical rulers. They help you 

position text, adjust margins, create hanging indents, and set tab stops with precision. 

Many experienced Word users rely on the rulers because they're often faster than opening dialog 

boxes. 

The Navigation Pane 

The Navigation Pane is one of Word's most useful but least appreciated features. It displays 

your document's headings, pages, and search results, allowing you to jump instantly to another 

part of a long document without endless scrolling. 

When you're writing reports, manuals, or books, the Navigation Pane becomes an invaluable 

organizational tool. 



Where to find it: View → Navigation Pane. 

The Document Window 

The large white area in the center of the screen is your Document Window—your workspace. 

This is where you'll type, edit, insert pictures, build tables, and create your finished document. 

Everything else in Word exists to help you work more efficiently in this space. 

The Status Bar 

Along the bottom of the window is the Status Bar. It displays useful information such as the 

current page number, total pages, word count, language, proofing status, and accessibility 

information. 

Many users overlook the Status Bar, yet it quietly provides valuable feedback while you work. 

View Controls and Zoom 

In the lower-right corner are the View buttons and Zoom Slider. These controls let you switch 

among different document views and enlarge or reduce the display without affecting the actual 

size of your text. 

Zooming simply makes your document easier to read while editing. 

Scroll Bars 

The vertical and horizontal Scroll Bars allow you to move quickly through large documents. 

Although the Navigation Pane often provides faster navigation, the scroll bars remain an 

essential way to move around your document. 

Becoming Comfortable with Word 

At first glance, Microsoft Word may seem to contain hundreds of buttons and commands. 

Fortunately, you'll use only a small percentage of them on a regular basis. As your confidence 

grows, you'll gradually discover the tools that best suit the kinds of documents you create. 

Throughout this Word Processing Made Easy series, we'll move beyond simple typing and 

editing to explore the features that make Word one of the world's most powerful productivity 

tools. You'll learn how to use Styles, create automatic Tables of Contents, build alphabetical 

indexes, manage citations and bibliographies, control page numbering with section breaks, 

and produce professional documents that almost organize themselves. 



Before long, the Word window will no longer seem intimidating. Instead, it will feel like a 

familiar workspace where your ideas can take shape quickly, accurately, and professionally. 
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